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The purpose of the Workplace Violence Prevention Policy is to ensure that Air Resources Board (ARB) 
employees and members of the public who are visiting our place of work, are provided with a safe and 
secure place to conduct business, free of threats, intimidation, harassment and acts of violence.   
 
Violence and threats of violence are prohibited in the work environment.  Threatening statements or 
remarks made against another person’s life, health, well being, family, or property, intimidation, 
harassment, gestures, sabotage, assaults or other acts of violence whether direct or indirect will not be 
tolerated by ARB management.   
 
Proactive steps will be taken by ARB to protect employees from violations made by both employees and 
non employees.  When workplace violence incidents occur, including threats and acts of violence, an 
investigation will be conducted immediately.  Any act of retaliation against someone for filing a complaint is 
prohibited and will result in disciplinary action up to and including dismissal.   
 
Disciplinary action will be taken against any employee who is determined to be in violation of this policy and 
he/she will be subject to disciplinary action up to and including dismissal.  ARB may also involve federal, 
State and/or local law enforcement in pursuing prosecution through judicial or other appropriate 
administrative remedies. 
 
Examples of threats or acts of violence include, but are not limited to the following: 
 
- Threatening an individual or his/her family, friends, associates, or property with harm either in person, 

over the telephone, and/or via any electronic device.   
- Intimidating someone by frightening, alarming, annoying, or scaring. 
- Physically hitting, pushing, or shoving an individual. 
- Hitting or attempting to hit an individual with an object (i.e., ruler, stapler, etc.). 
- Intentional destruction of State or personal property in anger. 

http://www.arb.ca.gov/personnel/asl/safetylist.htm


- Physical or verbal assaults which cause fear of harm. 
- Verbal harassment including disparaging or derogatory comments, slurs, and/or unreasonable or 

excessive criticism or name calling. 
- Possession of weapons. 
- Stalking by willfully, maliciously, and repeatedly following or harassing another. 
- Creating a condition that endangers or threatens another’s health and safety through unwelcome 

words, actions, or physical contact. 
 

Weapons Prohibited 
 
ARB employees are not permitted to possess weapons or explosives while working on State time, during 
business hours, and/or while on State property.  Prohibited weapons include, but are not limited to: 
firearms, loaded or unloaded; other dangerous weapons such as switchblades, billy clubs, metal knuckles, 
BB guns, CO2 guns, spot markers or paint guns, knives with a fixed or fixable blade exceeding four (4) 
inches, and taser guns.  An employee may, in advance, request an exemption to the weapon prohibition in 
writing to the Chief, Administrative Services Division. 
 
Workplace Security 
 
No unauthorized person shall be in the workplace.  If any employee sees a stranger in the workplace, the 
employee should: 
 
- Ask the person politely if you can assist them, why the person is there or whom the person is there to 

see. 
- Escort the person to the employee he/she is there to see, to another employee who can assist or to the 

security desk. 
- If the person acts suspiciously, alert management, building security, and/or the California Highway 

Patrol immediately. 
 
It is the obligation of every employee to report workplace security issues to your immediate supervisor or 
anyone in the chain of command.  You may also contact the Health and Safety Officer for your building to 
report any incidents or concerns as well as building security when necessary.  All reports will be 
investigated and mediated to the extent possible.   
 
Restraining Orders 
 
It is the responsibility of the employee filing the restraining order with a law enforcement agency to provide 
a copy of the order, proof of service, and if possible, a photograph of the person whom the order is against 
to management and building security. 
 
Steps to Mitigate Threatening Behaviors 
 
- Remain calm and speak to the person quietly and calmly. 
- Attempt to get away from the individual, using physical barriers of protection. 
- Avoid quick actions or using a loud voice or words that may provoke. 
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- Call 9-911, if harm of physical danger is imminent. 
- Report the incident immediately to your supervisor, Branch Manager, or anyone in the chain of 

command as well as building security when necessary. 
 
Incident Reporting Procedures for All Cases of Violence in the Workplace 
 
All workplace violence incidents occurring while an employee is engaged in official State business and/or 
on State property must be documented and reported.  It is the responsibility of each and every ARB 
employee to immediately report any and all acts of workplace violence to their supervisor or anyone in the 
chain of command.  All reports will be taken seriously.  
 
1) Call 9-911 if there is a workplace violence conflict which has escalated into an emergency situation and 

danger is imminent and/or involves physical violence with sustained injuries.   
 
2) Report all threats or acts of workplace violence to your Supervisor, Branch Manager and/or Division 

Chief - anyone in the chain of command.  If unavailable, contact your Division’s Deputy Executive 
Officer. 

 
3) Complete an Incident Report (ASD/MSB 289) and submit to the Health and Safety Officer immediately. 
 
Crisis Management Team  
 
A team will be assembled, as appropriate, to establish a plan to deal with all violence in the workplace 
incidents.  The members of the team may include the following: 
 
- Health and Safety Officer 
- Equal Employment Opportunity Officer 
- Human Resources Branch Chief 
- Appropriate management team from the division of the perpetrator 
- Appropriate management team from the division of the victim 
- Legal Office 
- Labor Relations Officer 
- Law Enforcement (if appropriate) 
- Communication Director (if media is involved) 
 
Healing in the Workplace 
 
Violence in the workplace is a serious matter and causes strain in the workplace, even among employees 
who are not directly involved.  The Employee Assistance Program (EAP) is available for employees who 
desire counseling for anxiety, interpersonal conflicts, family issues, grief, depression, substance abuse, 
financial and legal issues and questions.  Counseling is provided by licensed and qualified counselors and 
consultants.  All information is privileged and handled in the same way as confidential information given to 
a doctor.  There are no co-payments, co-insurance, or deductible payments.  Employees may call  
1-866-327-4762 for appointments or contact the EAP Coordinator listed in the Directory of Administrative 
Services. 
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Special Instructions for Field Staff  
 
Precautionary Measures 
 
Adequate preparation prior to performing field activities is essential to performing safe, effective and 
efficient field activities.  Field staff should thoroughly research all available resources to educate 
themselves on potential workplace violence or security issues related to the facility/site.  Information 
researched should include a review of past inspections, enforcement, and permit histories. 
 
Assess the risk prior to conducting field activities of unfamiliar or new locations by conducting an 
investigation of the site to determine if there may be potential workplace violence warning signs by using 
the following resources: 

 
• In-House Staff, if applicable. 
• State Regulatory Agencies. 
• Local Code Enforcement Unit. 
• Local Enforcement Agency, if appropriate. 
• Local Police Department/Sheriff’s Office/California Highway Patrol. 
 
Should the investigation reveal that the site could pose a potentially violent situation, always consult with 
your supervisor and/or branch manager for direction.  Request partnering with another ARB staff member 
and/or request that law enforcement accompany you to the property.  Thoroughly document your visit and 
any negative or potentially violent incidents that may have occurred. 
 
Field Activity Guidelines 
 
♦ Provide your supervisor and/or branch manager your itinerary and schedule, including the names of 

staff who will accompany you, the addresses and contacts of the field locations you will be visiting at 
least 24-hours prior to performing any field duties.  

 
♦ Clearly identify yourself as a employee of ARB (i.e., visible state ID badge, business card, etc.) and, 

when required, make use of appropriate safety gear and equipment. 
 
♦ Always carry a communication device and have it readily available. 
 
♦ Approach the property and visually scan the area for potential hazards. 
 
♦ Never inspect a location without expressed permission and note the type and detail of consent on the 

inspection form. 
 
♦ Never argue, raise your voice or provoke a business or property owner or attendant.  If you see that 

someone is becoming hostile and you are unable to calm him/her down, leave the premises and report 
the incident immediately to your supervisor and/or branch manager. 
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♦ If you feel unsafe at any time, cease activity immediately and contact your supervisor and/or branch 

manager. 
 

♦ Always check in at the end of the day to your supervisor and/or branch manager with an email or 
phone call. 

 
Information 
 
Questions regarding the policy or procedures on Violence in the Workplace Prevention may be directed to 
the Health and Safety Officer at (916) 323-1158 as listed in the Directory of Administrative Services. 
 
Authority 
 
California Labor Code Section 6400-6401; California Government Code Section 19572; California Penal 
Code Section 171(b), Penal Code Section 71, Penal Code Section 653m; Government Code 14613.7, 
14685, CCR, Title 13, Division 2, Chapter 11, Article 3, Section 1861. 
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